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Understanding Commodity/Service Codes

This guide is intended to provide vendors with general information about commodity/services codes and
assist with the process of selecting the codes for your business.
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Frequently Asked Questions

What are NIGP Commodity/Service Codes?

NIGP Commodity/Service Codes are the product and service identifiers used in the public procurement
process. The codes are used to identify the products and/or services that are being sold by businesses
and purchased by government buying agencies. NIGP stands for National Institute of Government
Purchasing. The NIGP Code is the specific commodity/service coding system used in the eMaryland
Marketplace procurement system.

What is the difference between the NIGP code and the NAICS code?

The NIGP code is the National Institute of Government Purchasing coding system. These codes are used
by the State of Maryland in the eMaryland Marketplace procurement system. The NAICS, or North
American Industry Classification System, is a different coding system, not used in eMaryland
Marketplace.

Why am | being asked to select codes?

By selecting your commodity/services codes, you are telling eMaryland Marketplace what commodities
and services your business provides. This allows eMaryland Marketplace to notify your business each
time a government buying agency is looking to purchase the commodities or services your company
provides.

How it works: Upon registering with eMaryland Marketplace, your business enters the code(s) for the
commodities and/or services it provides. When a government organization has a need for that
product/service, they will create a solicitation in eMaryland Marketplace. During the process of creating
the solicitation they will enter that code as a line-item indicating that this is the product/service they
wish to purchase. The government organization will then publish the solicitation which will trigger
eMaryland Marketplace to automatically send your business an email notifying the company that a
government organization is purchasing a commaodity or service your company provides.

Can | update my businesses’ codes?

Yes. You may update your codes at any time, as often as you would like. It is recommended that you
update your codes as the business begins or stops offering products and/or services. See Updating
Commodity/Service Codes Procedures below for step-by-step procedures on updating commodity
codes.

Is there a maximum number of codes | can enter?

No, there is no maximum; however, the more codes you enter, the more solicitations you may receive.
Be sure to only enter codes that are relevant to your business so as to not receive unnecessary
solicitation emails.

How do | update commodity/service codes?

Only users assigned the Seller Administrator role have access to update commodity/services codes. To
update commodity/service codes, any user assigned the Seller Administrator roll will need to login to
eMaryland Marketplace and select the Seller Administrator tab (top right of the eMM screen). Follow
the Updating Commodity/Service Codes Procedures below for step-by-step instructions.
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Procedures

Updating Commodity/Service Codes
These procedures provide you with step-by-step instructions on adding and deactivating commodity

codes on your company profile.

Login to your eMaryland Marketplace company profile. Select the tab for Seller Administrator. Select
Maintain Organization Information.

ENCN  Seller Administrator
NIGP Code Browse | My Account | Customer Service | About April 30, 2016 11007 Am enT

Home | Org Maintenance | User Maintenance | Add User

Maintenance Home Page for: eMM Training

Maintain Organization Maintain Users on this Add Users on this Add Associated

Information | Account Account Organization

Tommnwemice f) | Tt mmtto i | Tosmeton e g oaas | T st o g

maintaining crganization users for the organization. users to the organization an organization with the same
n. TaxID

Select Maintain Commodity Codes & Services.

Maintain Organization Information for: eMM Training =
Maintain Commodity Maintain Program

Mamiain Gones) Maintain Addresses

Organization Information | Codes & Services Qualification
This section is used for This section is used to maintain | |\This section s used to maintain/ | This section is used fo maintain
maintaining general addresses {ymmodity codes and senvics”. | program qualfication
organization information.
Maintain Terms and Maintain Quote
Maintain Regions Categories Attachment Repository Credit Memo List
— — — —

This section is used to maintain | This section is used to maintain |  This section is used to maintain | This section is used o view

regions. terms and categories. files in he quote attachment credit memos.
repository.

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved

Select Maintain Commodity Codes.

Commodity Maintenance Home Page for: eMM Training ——

Maintain Commodity Codes
‘This section is used to add or remove commodity |
codes.

B

Display Inactive CoimmstingCadas,
This section is used to displey inactive commodty
codes.

2]

Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

A list of all active commodity codes previously selected will display. From this screen, you may
deactivate codes that you no long associate with your company or add additional codes to your
company profile.

Deactivating Codes - To deactivate codes that you no longer wish to use, click the box next to the
code(s) you would like to deactivate. A check mark will populate the box. Once you have selected all
codes you wish to deactivate, select Deactivate Selected Items. The deactivated codes will be
removed from your list of active codes. Note: deactivating codes will stop all solicitation notifications
related to the deactivated codes only.

Adding Codes - To add additional codes, select Add Additional Codes.
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Commodity and Service Codes
Current Codes - eMM Training

Deactivate. Code.

Deseription Date Added

o 16502 | Blenders, Food Cutters, and Mixers 04122/2015

o 18512 | Can Openers, Manusl 0412272015

(=] 18517 | Coffee Mils 1. 2

04122/2015

] e | e

RO0INGS, 1ne. - All KIgns Reserved

Once you select the option for Add Additional Codes, the Commodity and Service Code Search and
Browse screens will open. From here, you may select new codes multiple ways:

1. Search —You may search by using the NIGP dropdown boxes or the keyword search box.
2. NIGP Code Browse — You may browse NIGP codes by “drilling down” to the codes you wish to

add.

ysearcn ________________________________________________________________________________________|

NIGP Class [ v

NIGP Class ttem | v |
R
Search using

@ Use the NIGP Commedity Code Search Engine if you are familar with the NIGP code. If not use the NIGP Code Browse below.

2 Ml NIGP Code Browse
@ Select the category that best describes the product and service you offer. Click on the question mark for more information.

Administrative, Financial, and Management Services

18|12

Agricultural Equipment and Related Products and Services

12

Arts, Crafis, Entertainment, Theatre

1. Using the Search Box —

There are two ways to use the Search box to add codes to your profile:

1la. — Use the NIGP dropdown boxes
1b. — Use the NIGP Keyword search box

1a. NIGP Class [ v

NIGP Class Item | v |
T
) Search using ’m

o Use the NIGP Commedity Code Search Engine if you are familiar with the NIGP code. If not use the NIGP Code Browse below.

1a. To search using the dropdown boxes, first select a commodity/service class from the NIGP Class box.
A list of codes will appear at the bottom of the screen.

To select codes to add to your company profile, click on the box next to the code you wish to add. A
check will appear in the box. Once you have selected all codes you wish to add, select Save if you
are finished adding codes or Save and Add More if you would like to add more codes. Note: when
selecting Save and Add More you will be directed back to the Commodity/Service Code Search
Screen. Repeat the process above to select more codes.
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() |code Description

[ |o4p0 Amphibia (Frogs, Toads, Salamanders and other Gokd Blooded Vertebrates) Live

@ | 04002 Animal Garriers

0 |o4p-03 Animal Care Supplies (Collars, Clothing, Leashes, Litter Boxes, etc.)

I = = |

Copyright © 2015 Fenscope Hokings, Inc. - All Rights Reserved.

After selecting Save a list of all active commodity/service codes will display including all newly added
codes.

Commodity and Service Codes
Current Codes - eMM Training

Deactivate. Code. Description Date Added

@ 040-02 | Animal Carriers 050712015

a 040-21 | Chickens 0507/2015

@ 16502 | Blenders, Food Cutiers, and Mixers 0472212015

(=] 185-12 | Gan Openers, Manual 04220215

[m] 18517 | Coffee Mills 042212015

1b. To search using the NIGP Keyword search box, type a keyword into the search box. You may search
using ALL of the criteria or ANY of the criteria. Select Search.

For example, if your company provides signs, you may type “sign” into the NIGP Keyword box.
Select Search.

Search

NIGP Class

|
NIGP Class Item | v |
e I—

A listing of all codes associated with the word “sign” will display. You will notice, for this particular
search, there are 172 results on 7 pages. You may scroll through all pages to select the codes, or
you may refine your search by changing the keyword(s).

To select codes to add to your company profile, click on the box next to the code you wish to add. A
check will appear in the box. Once you have selected all codes you wish to add, select Save if you
are finished adding codes or Save and Add More if you would like to add more codes. Note: when
selecting Save and Add More you will be directed back to the Commodity/Service Code Search
Screen. Repeat the process above to select more codes.

[ |code Description

O |os22 Airport Equipment (Not Otherwise Classified)

o |osos0 Cioth (For Application of Designs and Transfers): Burlap, Linen, etc

o |es2a2 Fabric Designs (Sik Screen, efc )

o [esss Lights and Lens: Directional and Turn Signal

0 |ossse Lights and Lens: Miniture, Automotive

-
Copyl.gmeeese

[

After selecting Save a list of all active commodity/service codes will display including all newly added
codes.
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2. NIGP Code Browse

NIGP Code Browse allows you to search for codes by clicking through a series of code categories and
sub-categories until you find the code(s) that relate to your business.

Click on the number next to the category you wish to browse through. For example, if your company
sells arts and crafts click on 03 next to Arts, Crafts, Entertainment, Theatre.

NIGP Code Browse

@ select the category that best describes the product and service you offer. Click on the question mark for more information.

o Administrative, Financial, and Management Senvices

02 Agricuttural Equipment and Related Products and Senvices
03 Arts, Grafts, Entertainment, Theatre

04 Automotive Products, Vehicles, and Services

05 Building Equipment, Supplies, and Services

] Clothing, Textikes, Laundry Equipment, and Supplies

Gommunication Equipment and Services

5]

Gomputers, Software, Supplies, and Services

Food, Equipment, and Related Services

Furnishings and Related Services

Furniture and Related Services

Hardware, Related Equipment, and Services

5

Highway Road Equipment, Materials, and Related Equipment

Janitorial and Cleaning Equipment, Supplies, and Services

Laboratory Equipment, Supplies, and Services

3

Maintenance and Repair of Equipment

=

Medical Equipment, Supplies, and Senvces

A list of sub-categories will display. Select on the number next to the sub-category you wish to search.

For example, click 232 for general crafts.

03 Arts, Crafs, Entertainment, Theatre

AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC.

ART EQUIPMENT AND SUPPLIES

ART OBJECTS

CRAFTS, GENERAL

CRAFTS, SPECIALIZED

MUSICAL INSTRUMENTS, ACCESSORIES, AND SUPPLIES

THEATRICAL EQUIPMENT AND SUPPLIES

A

TICKETS, COUPON BOOKS, SALES BOOKS, STRIP BOGKS, ETC.

A list of codes related to the sub-category you selected will display. To select codes to add to your
profile, click on the box next to the code you wish to add. A check will appear in the box. Once you
have selected all codes you wish to add, select Save if you are finished adding codes or Save and Add
More if you would like to add more codes. Note: when selecting Save and Add More you will be
directed back to the Commodity/Service Code Search Screen. Repeat the process above to select more

Code Description
0 Arts, Crafts, Entertainment, Theatre
232 CRAFTS, GENERAL

| 232-02 Artificial Plants, Shrubs, and Trees
23205 Basketry Materials

Beadoraft Supplies

Gandle Making Equipment and Supplies (See 333-56 for Gandles)

Garpet Warp and Roving, Macrame

After selecting Save a list of all active commodity/service codes will display including all newly added

codes.
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